
APPLICATION FOR RECORDS RETENTION SCHEDULE 

1. DatesofSerk 
iarlien Latest 

I t o  date 

FOR AGENCV USE 1. ApncVAddrem FOR RECORDS WAGEMEW USE 
bppl~catim Number 

02-46 
Department of Education 
Office of Instruct ional  Services 
Division of Curriculum Services 
Atlanta, GA 

F E E  I 5 1982 EEB 2 5 1982 

5. Records Series T i  l f o l l o d  by tide used in office; if differmtl 

Curriculum Publications F i l e s  

~~~ ~~~ 

656-2412 
L penontocontact working T i e  

Gwen Campbell Principal Secretary 

I. Action Requested 
a. ~Establ i rh  Retention Schedule; record will continue to accumulate. I 

1. Remrd snii W i t i o n  

Doevmensrebtingto: developing materials for  providing curriculum consultative services and 
technical assistance t o  the loca l  teachers and administrators i n  a l l  
areas of curricula.  

Th is  file contains the following documents (include f m  numbenand t i h ,  ifanyJ: 
Attach samples of the file. 

lnduded are: 
copies of publications, both contracted and in-house developed, and related 
correspondence. 

~ i l ~  isarra,-@: chronologically by date 

I. Monthly Referen- Rate 

One to six months old 

twenty-five months and older ? 
b. Annual Rate of Accumulation of Records 

Lettersize drawers ; Legal-size drawers ; shelves ;Otheriwecifyl ! @A d!& 

How often are reaxds referred to which are: 

; Seven to twelve months old ; T h i n  to twenty-four months old 

> - IOrrI -5 R-50-71:' R.Y. 76 
= 

- _ _  ~~~ ~~~ 



YES 

X 

NO 10. Qltrtiinnain (Place an "X" in the proper mlumn) 
a. Is t h i s  the official mpy of the series? 

b. Doer the swim contain confidential information requiring security handling? If yes, dte law or regulation. 
If not. where b it? 

" 

s serm ever ana 

11. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit priod yean. 
b. Statute of limitation years. c. Administrative need years. 
c Federallaw wars. f. Federal retention instructions years. 

Attach mw OT exert of laws or regulations. Explain administrative need. 

- 

12. Approved Dirpositiin lnstrdom This agency recommends that the file series be cut off at the end of each: 
0 Calendar Year; 6 Fiscal Year; 0 Other then. 

0 Hold in the current files area mmth(s) vear(s1;  then 
0 Transfer to local holding area; hold 
0 Transfer to State Remrds Center; hold 
0 Demoy. 
0 Transfer to State Archives for permanent retention. 
Q Other (Specify) 
Record Copy: Transfer t o  s t a t e  archives for  permanent re tent ion 

Work Copies: Destroy when superceded, obsolete o r  no longer needed. 

yearis); then 
vearls); then 

X 

The0 instructions apply to all prior and futve aaeumubtionr of the series. 

Remmmendiltiom in para- 
gaph 12 = approued. 

n 

X c h t h i s  a vital record? 
d. Doer this ser-er have historical or long term research value? 
c. When one or two documents in the fib make it neoeaary to keep the entire fik for a long period, cwld these NA 


